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Remarks:
1, Here's the material for continuing the Dn/s

reports managenent nrogram that we discussed recert-

1y. In addition to the nroposed D1/S Hotice, Itve
attached a report on rcports management activity
during FY 56, It shows that the anmigl reporting
workload of headguarters has been reduced by 6670
hours, and that reports management orograms &re
moing forward also in the PD/I and /P areas,

2. Exrerience has shown thai reports management is
rnogt sudcessful when continued on a broad base and
#iven support and direction by the top officlel of
the organization, Hence the need for a /5 di-
regiisa_dn _the nrogram, ihe nroxx‘)sed notice will

{
FOLD HERE TO RETURN TO SENDER

h: NAME, ADDRESS AND PHONE NO. DATE
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answer this need, It has be i

’ €n reviewed

:;iczdat}rlseligorts sanagement Orficers dezggnzoterguiged
tH | b Memo of 9 Sept, 1955 (cony

25X1 attache),

wth you,  © to discuss this progran further
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‘DEPUTY DIRECTOR (SUPFORT) © DD/S Notdce No,[ |
NOTICE NO.[____ | :
RECORDS MANAGEMENT
Draft 7-17-56
REPCRTS MANAGEMENT PROGRAM
1. FURPOSE

Reports are vital to our support mission and to the efficient administration

of our imternal affesirs, Reports alsoe make up & largs portion of owr paper-
work, For thess reasons we are obligated to assure that essential reports of
the right type and highest quality mest our necds efficiemtly and economically.
Such gssurance can result from a systematic contiming review of ocur require-—
ments frr reports, This notice therefore provides for this review by establishw
ing a Reports Management Program for all componentg under the Deputy Director
(Supper‘bg:

2« FROCREM ORJECTIVES
The DD/S Reports Management Program is eastatlished to ensure thate
a, Reports provide sdequats, accurate and timely data for the purposes reJuired,

b, Reporting workloads are minimized and restricted to the capabilities of
preparing and using componentsy and that peakloads and overtime are

avolded,
¢, Only essential reporte are sstablished or contimed,

ds Reports are appropriate to the missions of using camponentsy and that
preparing components ars the best sources of the data.

e. Reporting procedures and systems ars sirpls and orderly.

f. Instructions, definitions, and forme are clear and complete.

ge FPxisting sources of information are publicized,

3, DEFINITIONS

a, %Eg_r;t‘ An acoount or statement of information in written narrative, tabu-

» punch card, or graphic form, tranamitied from one orgenizational ele-
ment to another in response ‘o an expressed or assumed need for information,

be Administrative or @%ment Reports A report that provides for administra-
¥e or management control over an activity or operation, as distinguished
from an operational or intelligencs report,

_ imﬂ 1R000300330003-8
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Recurring R%, & report for vhich there is a standing requirement
or 1ts submission, It may be either a perlodic report which conveys

sasentislly the same type of information at prescribed intervals (daily,

weskly, monthly, etc,), or a situation report which is prepared on sach

ccourrence of an event of certain prescribed charasteristics (eeges
report of an accident ).

Internal Reporte A report submitted solsly within a DD/S Office or Staff,

External R . A report required from, or preparsd for, any organization
cuteide & Office of Staff,

PROGRAM ADMINISTRATION AND SCOFE

A1 components under the DD/S shall participate in the program on a decen~-
tralized basis, That is, each Office or Staff is responsible for egtabli she
ing measures to control and improve internal reports, and for coordinating
requirements for external reparts with the Records Management Officer for
Reports, Management Staff, Under this concept, decentralized programs can
be teilored to meet the specific needs of oamponents, with top level support
ard guidance belng provided to ensure that the overall objectives of the
DD/S Program are reslized, The Records Mansgement Officer for Reports,
Mansgement Staff, and the Office and Staff Reports Management Officers will
comprise a panel to resolve reporting problems of matual concern to all

componentis,

Attgchment 1 18 a basic gulde for operating an Office or Staff reparis men-
agement, program, Reports Management Officers shall apply this guide in
conduoting their programs, Adsptations or modifications are encouraged to
nmeet the particular needs of a components However, such adaptations must
fulfill the requirements of this notlce,.

With the exception of tha types of doouments llsted in Attechment 2, each
Office or Staff program shall cover all recurring administrative or manage-
ment reportst

(1) Submitted internally between divisions and staffs, or

{2) Received from or subtmitted to other headquarters components, demestic
er overseas Tield installations, or organizations, Federdl or private,
outeide the Agency,

Fmphasis shall thus be placed on managing all recurr reports, whether
prepared voluntarily, upon requesty or by direction, wever, this should
not preclude the sereening and reviewing of one-iime reports, if by such
sstion nonessential or inadequate reporting can be prevented. In additdon,
gontrols over internal reports submitted across organizationsl lines below
ths division or staff level may be established if considered nscessary,
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POLICIES

Fach proposal to estsblish or revise sn internal report shall be cleared
through the Office or Staff Reporta Management Officer, Each proposal to
sstablish or revise an external repari ghall be coordinated with the Re-
gords Management Officer for Reports, Management Staff,

Each approved requirement for a report shall be assigned a reports control
gymbole. Reports exempted from control shall bs so identified, Reports
control aymbols or exemption statements shall bo cited in report directives
and in reports submittod asccordingly. Porsonnel receiving a report directw
ive which does not oite either & reports control symbol or an exemption
clause shall so notify their Reports Manegement Officer and defer complying
with the directive pending notification that the reporting requirement has
been approved,

Fxisting reporting requirememnts approved in accordance with this notice
ghall be reappraised at least anmally. New or revised requirements shall
be reappralsed initially within from three to six months after submlssion
of the first report and anmually thereafters

RESFONSIRILITIES |
The Records Mansgement Officer for Reports, Management Staff, shells

(1) Direct and coordinate the oversll program by providing staff guidance
and 811 basio plans, policies, end procedures,

(2) Assign reports control symbols to spproved requirements for external
repords,

{3) Conduct studles Ia.nd reappraisals of, maintain records ony and publish
1ists of requirements for extermal reporis.

Each Office Director or Staff Chief ehalls

(1) Ensure that an active program for contrclling and improving reports 18
esrried out within his organizatlon,

{2) Designate an official to serve as Reports Manggement Officer for his
camponent, The name of this official shall be furnished the Records
Wanagement Officer for Reparts, Management Staff,

PROCEDURES
Request for Approval of & New or Revised Reporting Requirement, Any propo-
to eatab. or revise a rep ng requirement = be sutmitted to

the appropriate Office or Staff Reparts Management Officer, The originater
ahgll submit the following materlul:

" Approved For Release 2005/1%/21 : CIA-RDP70-00211R000300330003-8
o S




2T L {E“,j? i L 5
Approved For ReleaSe‘i’Zﬂ‘i%‘ : EIA-RDP70-00211R000300330003-8

(1) An original and one copy of Form No. 12 {Attachment 3)e

(2) An original and one copy (in draft form) of the proposed repart
directive, including a)l forms, instructions, and procedures pro-
posed to be issuad, :

(3) Any sdditional supperting material that will assist spproving offie
olsla with their review,

If the proposal concerns an externsl report, the Records Mansgement Offi-
oer shall plece his recommendations on a copy o? the Form Neo, 1L2 sumitted
tim, and forward it with a copy of all supporting material to the Re-
sords i!anagemmt Officer for Roports, Management Staff,

be Tranmmitting coples of Directivas,. Inmediately upon issuing a directive
Whioh Zﬁtﬁfés, revises, or rescinds a reporting requirement, the orig-
inator shell forward a copy of the directive to the Reports Management
Officer of his componert, A copy of all directlives having a bearing on
external reports, or comderned with operating an Office or Staff Reports
Management Program, shsll be furnighed the Becords Management Officer for
Reports, Management Steff,

cs Reporting Results of the Program.

(1) The progress report (eports Comtrol Symbol S-Rep-92) described in

~ paragraph 2, page 18, of the attached guide "Operating an Area Re-
porte Mansgement Program," shall be sutmitted to the f, Managow
ment Staff, Attnt Records Management Offiger for Reports, for each
aglendar quarter beginning with the quarter ending 30 Septerher 1956,
The report chall be forwarded b. the 15th of the month following the
end of the quarter,

(2) The outline for canpiling the statistledl sumary shall be adhered to
mo that reports from the varicus components are comparable, Reporis
Management Officers may use their own discretion in adapting the suge
gested format for the marrative summary, The following Staffs are
axermpted from this reporting requirement because of the small volume
of reports with which they arve concerned: Genersl Counsel, Audit
8taff, Project Administration Planning Btaff, Commercial Staff, and

L. K. “HITE
eputy Director
Support)
ATT ACHMENT 53

.+ Guide, "Operating an Ares
Reparts Management Program®
(14, 24, 5k, 6A distritution only)
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ATTACHMENTS (cont'd)

24 Types of Reports and Documents
Exempted from the DD/S Reporta
Management Program '

3, Fom No, 1li2, Request for Approval
of a New or ﬁeﬁeed Reporting Re-
quirement.
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